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Request for Entry of Order 
 
   
1. Click on Bankruptcy on the CM/ECF Main Menu Bar. 
 

 
 
 
2. Under Bankruptcy Events locate and click on 

Miscellaneous/Other. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Enter case number.   
 
 
 
 
 
 
 
 
 
4. Click on the Next button. 
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5. Scroll down or click on “R” to find the Request for Entry of 
Order.   

 
 
 
 
 
 
 
 
 
 
 
6. Click on the Next button. 
 
7.  If this is being filed jointly with another attorney, click on the 

checkbox and proceed to add that attorney to the filing.  If not, 
click on Next. 

 
 
 
 
 
 
 
 
 
8. Select the appropriate party(s) in the “Select the Party” box.   
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9. Click on the Next button. 
 
10. Selecting the PDF document: 
 
 
 
 
 
 
 
 
 
 
 
 
11. Browse to the appropriate drive and folder. 
 
12. Locate the appropriate document and right click. 
 
13. Left click on Open. 
 
14. View the document to ensure this is the proper pleading. 
 
15. Click on the File Close button in the upper right-hand corner of 

Adobe Acrobat. 
 
 
16. Left click on the Open button in the Browse dialog box.  
 If needed, minimize Adobe Acrobat to see the Browse dialog. 
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17. Select “No” or “Yes” on the Attachments to Document radio 
button – default is “No”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
18. Click on the Next button. 
 
19. Click the appropriate box, if you are sending a proposed order 

via email.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
20. Click on the Next button. 
 
21. A check must be placed in the check box to refer this Request 

to the Motion on which you would like an Order to be entered. 
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22. A. Highlight all events by clicking on the first item, holding down 

your mouse and move cursor to the last item OR click on the 
first item, hold down your Shift button on the keyboard and click 
the last item.  This will list all events in the case.  B. If you know 
the category to which your event relates, highlight just that 
category. 

 
     A.                                                       B.  
 
 
 
 
 
 
 
 
 
 
23. Click on the Next button. 
 
24. Click on the box beside the appropriate event(s) to which your 

event relates. 
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25. Click on the Next button. 
 
26. Click on the box if the pleading contains a Certificate of Service. 
 
 
 
 
 
 
 
 
 
 
27. Click on the Next button. 
 
28. The Docket Text screen will display.  Modify as Appropriate. 
 
 
 
 
 
 
 
 
 
29. Click on the Next button. 
 
30. Review your docket text. This will be the final opportunity you 

have to make corrections, so be careful.  
 

a. If you need to make corrections click on the Back button 
located at the top of the screen or start over by clicking on 
Bankruptcy in your main menu bar. 

 
 b. If you don’t need to make corrections, click on Next.  
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31. Click on the Next button. 
 
32. Receipt of Filing Screen is displayed. 
 
 
 
  
 
 
  
 
  
  
 
 
 
 
 
Note:  This will alert the Judges Chambers to review any pending 
Motions.  If applicable, a text order will be entered into the case.  For 
specific wording for any order, please email the Judges Chambers. 


